APPLICATION FOR RECORDS RETENTION SCHEDULE D O T VS AND HISTORY

iz N 7 _ RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—-BM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgla 30334,
Attention: Scheduling Section, ; , .

K]

FORAGENCYUSE | 1. Agency Address ' '- '; FOR RECORDS MANAGEMENT USE

Application Date - ) ' ' Appllcatuon Number
Department of Transportation 8 §~29
No. 2 Capitol Square .

Application Number Atlanta, Georgia 30334-1002 Date Received KtaRCompletmgiss

o | | g gtees (APRO4!
2. “Person to Contact Workmg Tntle " Telephone N—un\i)er
Wayne Kelly ' _ Accounting Officer I 656-5595

3. Action Requested

a. K Establish Retention Schedule; record will continue to accumulate,

b. [ Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. Check One: 0 Change; (O Supercede; OO Void
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest

1984 ! to date ~ Expense Consolidation Report (CAMS)

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
DIVISION OF ADMINISTRATION PROVIDES STAFF SUPPORT TO THE DEPARTMENT IN THE AREAS OF GENERAL
ACCOUNTING: AUDITS AND FISCAL PROCEDURES: - PERSONNEL AND TRAINING; .CONTRACTS PROCUREMENT
AND ADMINISTRATION; EQUIPMENT CONTROL; PURCHASING; COST ACCOUNTING: GENERAL FILES:

'RECORDS MANAGEMENT; DEPARTMENT BUDGET; SAFETY RISK OPERATIONS AND TELECOMMUNICATIONS;
INVENTORY AND WAREHOUSE CONTROL.

GENERAL SUPPORT SERVICES IS RESPONSIBLE FOR CONTRACT PROCUREMENT AND ADMINISTRATION; EQUIP-
MENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; RECORD MANAGEMENT; DEPARTMENY

BUDGET; SAFETY AND RISK OPERATION, .TELECOMMUNICATIONS; HEATING AND ATRCONDITIONING;
WAREHOUSE.

COST ACCOUNTING RESPONSIBLE FOR VEHICLE COST AND INVENTORY CONTROL.

7. Record Series Description This file contains the following documents (include form numbers and titles, if any}
' ' : " Attach samples of the file. -

- Documents relating to: - Documenting expense transactions entered intg_ CAMS and forwarded to |

+

S I " 7 FACS for pﬂ?ment. S **"'{

.w'"

e "’-_

t | Included are:’ "FACS Expense Transaction Consolidation (CAMS 8860, now 8710) Report"

New Report #8710 after 3-1-85.°

File 'is arranged: Weekly o - : - _ "‘.; ﬁ. e R %
8. Monthly Reference Rate “How often are records referred to which are: _
One to six monthsold __3=6 . Seven to twelvemonthsold __ 2 __; Thirteen to twenty-four months old _0-1 __;

1 twenty-five months and older —o.. .7
9. Annual Rate of Accumulation of Records

_ Lettersizedrawers . _; Legal-size drawers ___________; Shelves

; Other (specify) —lﬂ—cu_ﬁt—yeax—ly———'

AR-50-71; Rev. 76 ) " {Owver)




| X i | @ (SIS INE OTTicial COPy OF the Seriess : [
If not, where s it? _
% b. Does the series contain confidential information requiring security handlmg? If yes, cite law or regulation.
X 1 c. Is this a vital record? ) _
1 X d. Does this series have historical or long term research value? i
X e. When one or two documents in the file make it necessary to keep the entire file for a long perlod could these
documents be scheduled separately?
X 1 £, Is the information contained in this serie ev r publi hed? If ye ch copY.
X g. Is the information contained in this series ever analyzed andlor reoorded ina summanzed report?
If ves, attach copy,
X h. Is there a duplication of this series in your offace, orin another office or agency?
L If ves, where?
X 1 i isthis series for a major portion of it) regularly microfilmed? .
X j.._Does the record series result in a computer printout? '
11. Retention Requirements The following requires the series to be kept:
a. State Law —_.years, d. Audit period 3 years.
b. Statute of limitation years. e. Administrative need 3 years,
¢. Federal law 3 years., - . f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need.
Federal Law requires project related cost accounting records must be retained 3 years
after the fiscal or calendar year in which the f11e was created.

FHPM Volume 1 Chapter 6 Section 2 , ,
12. Approved Dlsposltlon Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; Wl Fiscal Year; O Other ' _then,
@ Hold in the current filesarea _____.__month(s) ____vear(s);then yntil internal, State and Federal
O Transfer to local holding area; hold ___._____vyear{s); then - _ audits are completed; then
X3 Transfer to State Records Center; hold ____i__vear(s) then '

XX Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify}

NOTE: These files may not be destroyed until all aud1t quoqtions are resolved

S
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These instructions apply to all prior and future accumulations of the series.
| Agency HeadlDesagge (Signatyrd) Date Records Management Officer (Signature) Date
; sr. T “fﬁ . s ._,.';";’_'f . . .
_“?ii}/fv"’—’ A - -j/f/fS' mg M ‘3/5"/73'
% | State Records Committee (Signaﬁm) - Date
commendations in para-

graph 12 are approved. State AuditorIDesigneer < W ‘ﬁ—- (—7{

{If disapproved, attach letter —
of explanation.) Secretary of State/Designee W U,L(wv-—“ -3/ 1’/ 53

™~

7 Attorney General/Designee
AR—50-71; Rev, 76 | - (Revérse 5% ‘ '




